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“The Challenges of Managing Electronic 
Records in an Ever Changing Records Man-
agement Environment” is this year’s theme 
for the 14th Annual Records Management 
Fall Seminar.   
The Seminar will be held at the Nashville 
Public Library on November 14, 2006 from 
9:00 a.m. until 4:15 p.m.  Can your agency 
meet the challenge of managing electronic 
records? If you are not sure, this is the place 
to be if you are looking for real solutions, 
best practices, and technology tools for man-
aging electronic records. 
This year we are pleased to present featured 

speaker David O. Stephens, CRM, FAI who 
is an internationally recognized authority in 
the records and information management 
field.  He will discuss strategies such as 
bridging the communication gap between 
records management and information tech-
nology professionals, how to proactively 
plan to manage electronic records, and solu-
tions for addressing electronic records. 
Plan now to attend our enlightening RM Fall   
Seminar.  Seating is limited, so for Registra-
tion, please visit:                         
http://www.state.tn.us/generalserv/ba17r/FallSemin
ar2006_Rev1.pdf  
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The award for Records Officer of the Year is given to the individual who best exemplifies 
an appreciation for the management of state records, and by whose efforts records manage-
ment practices are enhanced.   

Congratulations are in order for this year’s selectee, Ms. Brenda Boatman. Brenda has 
been Records Officer for the Department of Personnel for a number of years, and will be 
presented with a plaque  by Secretary of State Riley Darnell, Chairman of the Public Re-
cords Commission.  Certificates for Honorable Mention will go to Ms. Carolyn Johnson 
from the Tennessee Department of Health and to Ms. Jamie Stanley from the Department 
of Labor and Workforce Development.  The presentation will be made at the Records Man-
agement Fall Seminar. 

                    Records Officer of the Year!  



 
  

Well...  
You’ve finished your 2006 Holdings 
Report and turned it in on time.  You 
are thinking that you are done until 
next June, right? Actually, the fun has 
just started!  

There are five areas of consideration 
for proper records management: 

• Active and inactive         
records 

• Newly created records 

• Destroying records 

• Transferring records 

• Offsite storage facilities 

First, you should decide which re-
cords are active and inactive.  Active 
records are usually visited regularly.  
Records that are not visited as often 
are likely inactive.  It is important to 
remember that assessing active and 
inactive records will help you esti-
mate how much space your agency 
will require annually for storage. 

Secondly, newly created records must 
have a Records Disposition Authori-
zation (RDA) to describe the disposi-
tion of the record series.  If there is a 
RDA currently established, then you 
should keep track of the records sys-
tematically and periodically. All 
RDAs should be checked and updated 
every 3 to 5 years to account for  
technological, legal or statutory 
changes. 

 

Next, you should review any records 
that you have determined are ready  
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Need an RMD Policy 
and Procedure refresher class?  Hired three 
or more new staff who will be working with 
records?  If so, we can assist your agency 
with on site training.  You do not have to 
wait until the next monthly Records Man-
agement training class.  We can come to 
your agency or division and provide training  
at your request.   
If you are interested, please contact: 
Pennye Neal, Records Manager            
615-741-1718. 

“The Artist is nothing 
without the gift, but 
the gift is nothing 
without the work” 

-Emile Zola“ 
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for destruction. For these records, a 
Certificate of Destruction form 
should be completed, forwarded to 
the State Records Center (SRC), and 
disposed of by state approved meth-
ods. If the records are located at the 
SRC and ready for disposition, with  
your agency’s approval, the SRC 
Operations staff will dispose of them 
for you.  If retaining the RDA for 
the record series is no longer neces-
sary, you can contact your agency’s 
Records Analyst at the Records 
Management Division.   

Some RDAs require that records  be 
transferred to the RMD.  If you need 
to transfer your records, contact Her-
bert Hobson at the  RMD (615-741-
1718). 

Finally, because of the type of re-
cords, storage facilities other than 
the SRC must be used.  If your 
agency stores records with a com-
mercial storage facility, we ask that 
you provide us with the name and 
address of the facility and keep track 
of the media type and the volume of 
the records stored. 
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